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How to View Comprehensive Background Check Results 

and Add, Edit, and Expire Affiliates

1. After you login, click on [My Facilities] tab.
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How to View Comprehensive Background Check Results 

and Add, Edit, and Expire Affiliates continued 

2. Find your facility and scroll to the right and click on [Manage Affiliates] tab.



3

How to View Comprehensive Background Check Results 

and Add, Edit, and Expire Affiliates continued

3. To view your current list of affiliates, scroll down the page and you will see the list of names 

under the “Employee/Resident/Volunteer Review” Section.

Scroll down 

to view your 

current list 

of affiliates.

List of Affiliates
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How to View Comprehensive Background Check Results 

and Add, Edit, and Expire Affiliates continued

4. To view your background check results, scroll to the right for each affiliate name and look under 

the “Background Check Status” column.

Background Check Results are viewed 

under “Background Check Status”.
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How to View Comprehensive Background Check Results 

and Add, Edit, and Expire Affiliates continued

5. To “Add” an affiliate, scroll to the right and click on the [Add New Employee/Resident] link.

To “Edit” or “Expire” an affiliate, scroll to the right for each affiliate name and click on [Edit] or 

[Expire].

Click [Add New Employee/Resident]

to add affiliates to your facility.

• Click [Edit] to update affiliate roles 

and information.

• Click [Expire] to remove an affiliate 

from your facility.

WARNING – After you click [Expire], the 

affiliate is removed immediately from 

your from your facility.


